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Initial Set-up 

With adding a file 

To Create a New CPS Database 
 

 

To create a new CPS Database: 

 (This only has to be done one time.) 

 

 

1. Click Start 

2. Programs 

3. CPS 

4. CPS 

 

 

 

 

 

 

 

 

 

 

This error message may come up.  If it 

does, click Yes. 

 

 

 

 

 

 

Select Create new CPS database 

 

 

 

 

 

 

 

Click OK. 
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Watch the path where your database 

is being saved. 

 

Use the down arrow if you need to 

navigate to another location to save 

the file. 

 

Save your CPS database with a title 

that makes sense and one you can 

remember. 

 

 

 

 

Also save a copy to your flash drive so you can take the file with you to another computer 

 

 

This will be the next screen that will 

come up.  It is an informational screen. 

There may be topics here you would 

like to check out.  Do that now. 

 

 

To move on, click the X to close this 

window. 

 

 

 

 

Notice at this point, the Engage tab, Lessons & Assessments is the active part of the window. 

 

 

 

The name of your CPS database shows 

here:  NewCPSFile.cps 
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To add Classes & Students: 
Click the Prepare tab, Classes & Students. 

 

 

 

 

Notice, you see 

nothing in these 

areas. 

 

 

 

 

 

Click: 

 New 

 Class 

 

 

 

 

 

 

 

Click K-12. 

 

 

 

Click Next. 

 

Online CPS account...No. 

 

 

 

 

Click Next. 
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Fill in the information on this screen. 

The only required information has the *: 

First Name, Last Name, Email Address. 

 

 

 

 

The information on this window will not have to 

be entered again. 

 

 

 

 

Click Next. 

 

 

 

 

 

You are continuing the process to add a Class: 

 

 

Notice your name has been added 

automatically by the computer.  

Enter the Class Name…make it 

meaningful to you.  I named this 

one Math 5th Grade. 
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If you need to make changes to 

your class name, click Back. 

 

 

If your class name is OK, click 

Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add additional classes, click 

the box by I want to make 

another class. 

 

If this is the only class you are 

creating, click Done. 
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This is the next window that comes up and you are ready to add your students to your class. 

 

 

 

 

 

 

 

Math 5th Grade 

 

 

 

Click: 

 New 

 Student 

 

 

 

 

 

 

 

Once the first student entry pops up, you may press Enter to enroll the rest of the students.  Continue to 

press Enter until you have the number of students you want/have in the class. 

 

 

 

 

 

 

 

 

 

 

 

You may go back and add student names at a later time. 
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Verbal Question—Quick “On the Fly” 

Quick Class Creation 

Engage Lessons & Assessments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

4. Click Create. 

5. Give a Class Title. (Optional) 

6.  Select the Upper Range of the 

clickers you will be using with the class. 

7.  Click OK. 

8.  Click OK. 

7 

8 

1 

2 

3 

3 



maj/NR/9.21.2010 Page 8 
 

The window below will appear and you are ready to ask your verbal question. 

 

The Engage Toolbar: 

 
 
 
 

 

Click Verbal. 
 

This window opens: 

 

 

 

 

 

 

 

 

 

 

This window (Content Deliver) will appear next: 

   (Timer that can be set)  Start/Stop timer 

  

 

 

 

 

 

Click End when everyone has answered. 

 

 

 

 

 

 

 

 

 

  

Choose the type answer your question will have. 

Click here and you can move the Engage Toolbar around on your screen. 
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This window will come up after you click End. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

With a Verbal question, you have to select the correct answer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Correct answer turns 

green. 

 

 

 

 

 

 

 

 

 

     

     Click Close to move to next question. 
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Below is the window that will appear when Close is selected after viewing the correct answer. 

 

 

 

 

 

 

The question type of the previous question is indicated by the *.  If the new question will have the 

same type answer, you do not have to do anything.  If the new question has a different type answer, 

select the new type answer before continuing. 

 

You will have to click Start to engage the CPS system with each new question. 

 

The process begins again: 

 

 

 

 

 

 

When everyone has answered, click End… 
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To add an ExamView Assessment (Test) to a CPS lesson: 
(Use your ExamView Instructions to create question/test banks before you begin here.) 

 

Under the Prepare tab, select Lessons & Assessments. 

 

 

 

 

 

 

 

 

 

Either select a lesson that has been previously setup or add a New Lesson: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a Lesson: 

 

Give the lesson a name. 

(5th Grade Math) 

 

 

 

 

 

Click OK. 
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Now you are ready to Add a File (PowerPoint, ExamView, Other) to the lesson you selected or added. 

 

 

 

 

 Highlight the lesson 

where you want to 

add the test file. 

 

 

 

 

 

Navigate to where you saved the assessment (test) file you want to add. 

 

 

Highlight the 

test you want to 

add. 

 

 

 

 

 

 

 

 

Click Open. 

 

 

 

 

 

 

 

 

 

 

Test is added in lesson you 

highlighted. 

 

  

 Click Add File(s) 

 Click ExamView File 
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Now you are ready to use the CPS system with your students: 

 

 Select Engage tab 

 Lessons & 

Assessments 

 

 

 

 

 

 

 

 

 

Put a  in the box by the test 

you want to use. 

 

     Questions in test appear here after the  is entered: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Changes may be made to choices in this area. 

 

 

With the assessment you are going to 

use selected, click the Engage button. 

 

 

 

 

 

  

Name of test 
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The Engage Toolbar will be on your screen. 

  Questions will show in the process of setting up. 

 

 

 

 

 

 

 

 

Click Start to activate student responses. 

 

 

 

 

 

 

When all students have responded, click End for 

correct answer to be displayed. 

 

 

 

 

  

 
 

 

Select the question you want to use with 

your CPS system. 

 

 
 

Number of responses 
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Screen with answer displayed 

 

 

 

 

 

 

 

 

 

 

 

        Click Close to continue to next question. 

 

 

Previous Question  Next Question 

     

Charting   Create Verbal Question 

 

 

 

 

Online Helps 
 

http://www.einstruction.com/support_downloads/training/resources/index.html 

Customer Support Phone Number:  (888) 333-4988 

 

 

 

 

 

 

 

 

 

http://www.einstruction.com/support_downloads/training/resources/index.html

